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Commercial Record Agenda

 Portal Accounts and Electronic 
Submittals

 Complete vs Phased

 Minor Structures

 Application Data Fields and Lists

 Upload of Electronic Plans

 Commercial Workflow

 Amendment Record
◦ Add and Remove Contacts

◦ Project Amendment



Portal Account Required

 Required to do business on-line
 24/7 access
 Upload documents – download approved 

plans
 Plan Review Interaction requires Portal
 Adding of MEP contractors to permits
 Payment of fees
 Scheduling of inspections
 Notices of inspection results – elimination 

of green and yellow tags
 Creation and maintenance of Escrow 

accounts
 Receipt of COO / LOC







Complete vs Phased Project 

COMPLETE PROJECT PHASED PROJECT

New Buildings (includes 
separate Sitework)

Sitework

Remodel Foundation

Addition Shell

Sitework First Time Finish Out

Minor Structures Minor Structures

Tenant Finish Outs



Minor Structures
TYPES OF MINOR STRUCTURES

Alteration to Drive Through

Commercial Fence

Communication Equipment - Cell Antennas Towers

Drive-up Services Equipment – Teller machine Ice machines

Monuments for Future Signs

Pad Sites

Retaining Walls

Shade Structures

Street Improvement (turn lanes, median work, signalization)

Commercial Swimming Pools



Data Fields and Lists

Data Fields and Data Lists
• Data Field for Single Data
• Data Lists for Multiple Data



Data Fields - MEP

Combination Permits Require MEP Work

Site Work, Foundations, New Buildings, Shell 
Finish Out, Remodels, Minor Structures

Electrical Plumbing Mechanical Flatwork

Utility Water Utility General Sidewalk

TOPS Sewer Utility Curb

TML Irrigation Approaches

General Gas

Medical Gas

Backflow

General



Submittal and Documents



Amendments

Add and Remove Contacts on Records
• Any Contact – Applicant is required
• General Contractor
• MEP Sub Contractors

Withdraw and/or Refunds

Additional Phase of an existing Project
Foundation, Shell, Interior Finish Out



On-Line Demonstration

Further Training



Questions

BuildSAOCMTeam@sanantonio.gov


